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APPLICATION FOR RECORDS RETENTION SCHEDULE - 'I 
.... .. 

I FOR RECORDS MANAGEMENT USE 

~ 

Georgia Department of Labor 
Employment Security Agency 

Administrative Services Division 
Records Management and Controls 

FOR AGENCY USE 
Application Date 

Application Number 

1. Agency Address 
P a r t i a l  Claims U n i t  Application Number 
Unemployment Insurance D i v i s i o n  
Georgia Department of  Labor 
154 Washington S t r e e t  Date Received Date Completed 
A t l a n t a ,  GA 30334 JUL 2 4 1980 

$30-320 

I A U G  2 8 1 9 ~  n 

The Unemployment Insurance D i v i s i o n  determines employer l i a b i l i t y ,  c o l l e c t s  wage 
repor ts ,  processes c l a i m s  i n  accordance w i t h  t h e  Georgia Employment S e c u r i t y  Law, 
t f ede ra l  unemployment compensation program. 

The p a r t i a l  c l a i m s  u n i t  c e r t i f i e s  a p p l i c a n t s ,  pays b e n e f i t s ,  and m a i n t a i n s  benef 
f o r  workers who a r e  under-employed b u t  remain i n  t h e  work f o r c e .  

4. Dates of Series 
Earliest Latest 

I974 I c u r r e n t  

and t a x  
a d m i n i s t e r s  

5. Records Series Title (followed by title used in office; if different) 
-. 

P a r t i a l  Cla ims Records F i l e s  

t reco rds  

. ~ This file contains the following documents (include form numbers and tit'es, if any): 
Attach samples of the file. 

, .  7. Record Series Description 
.. 

Documentrrelatingto: c e r t i f i c a t i o n  and payment of p a r t i a l  c l a i m s  i n c l u d i n g  UCFE(federa1 employees) 
UCFX (ex-servicemen), FSB ( f e d e r a l  supplemental b e n e f i t s ,  and SUA (supplemental  unemployment 
a s s i s t a n c e .  . ~~. 
Includedare: The "pri:mary r e c o r d  i s  a computer p r i n t e d  9 7/8"x 8 l /8"' c a r d  f o l d e d  o v e r  t o  
c r e a t e  a f i l e  f d d e ? ,  -the C la iman t  RecoFd Card (ESA-805)'.. The f o l d e r  may i n c l u d e  o t h e r  
forms d r o p - f i l e d  i n c l u q i n g :  $he Low Earn ings  Repor t  (ESA-408) which i n i t i a t e s  t h e  405, 
T r a n s f e r  bf CIaim"IE$Cl-4_16); . . .. N o t i c e  of Appeal ESA-4231, N o t i c e  t o  Base P e r i o d  Employers o f  
C la im F i   led^. (E$-412);,'.Receipt of  Payment on Overpayment Account (ESA-464) ,. o r  a S e p a r a t i o n  
N o t i c e  (ESAt800). :I>.&.  . , 

i . i 

CJ 'r 

. .  . .  -. -,> ,I 
t J  . . z  

, 

Fileisarranged: By t h e  l a s t  f o u r  d i g i t s  of  t h e  c l a i m a n t ' s  S o c i a l  S e c u r i t y  Number, t he reundgr  
aphabe t i ca l  l y  by surname . , .  - _  

8. Monthly Reference R a k  k How often are records referred to which are: 
One to six months old I oo+ -; Seven to twelve months old I OO+ ; Thirteen to twenty-four months old 25 
twenty-five months and older 5 ? ? 

9. Annual Rate of Accumulation of Records 
These recor$,alv,e housed .i p,t&r&jjp, 22"x8"x5" and 
acCumulat;t a t  a r a t e  of about  100-200 c u b i c  f e e t  per year 

Lettersize drawers ; Legal-size drawers 
' 

. .  
>Il"' ~ . I  (Over) -w- ESA-144 W8G 

(AR-50-71 



. I  

X If not, where is it? - .' 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
X 

-~ I x I i. Is this series lofa majorportion of it) regularly microfilmed? 
X I  
11. Retention Requirements The following requires the series to be kept: new ESA-408's, housekeeping r e c o r d  

I 1. Does the record series result in a computer printout? MD030L : da i I v adm i n i s t r a t i  ve summa r v  t o t a  I s o f  

a. State Law ,b years. 

b. Statute of limitation years. 

c. Federal Law years. 

L 
?, 3q - 

d. Audit period years. 

e. Administrative need -354 years. 

f. Federal retention instructions years. 

8 :  . . , .  . .  . I  
, .  , Attach copy or excert of laws or regulations. Explain administrative need. 

. .  
. ,  . , ,  I 1  I .  . .  

. ,  I ,  

. .  c 
. . .  

< . ,  . .  . I  

, .  ,.. , , 

12. A p p r - s e i e s  be cut off at  the end of each: 
. . . ,  . .  

, . 0 Cilendar Year; 0 Fiscal Year; O t h e r h W L  then. 

m o l d  in the current files area 6 month(s) year(s); then 

'/e yea:::r;g:hen 0 Transfer to local holding area; hold 
DTransfer to State R&rds Center; hold 3 

The cycle of creation prevents a specific 
cut-off b e a k .  The f i l e  must be referenced 
by SSN. "he records creating office cannot 

mest roy .  
0 Transfer to State Archives for permanent retention. 
0 Other &xcify) 

al ter  this or avoid purging. 
Retain state-funded partial claims tvm quarters after the end of the benefit year. 

~ .  etai in federally funded' partial claims for three years' and 
of the benefit year. 

. .  
, .  

Recommendations in paragraph 


